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Employee Relations Is ...Employee Relations Is ...

  The personnel function that centers on theThe personnel function that centers on the
relationship between management andrelationship between management and
individual employeesindividual employees
➤➤ benefits (retirement, awards, insurance, workersbenefits (retirement, awards, insurance, workers

compensation, etc.)compensation, etc.)

➤➤ employee problemsemployee problems
➤➤ performanceperformance

➤➤ conductconduct



Common Conduct ProblemsCommon Conduct Problems

➤➤ Misuse of Government ResourcesMisuse of Government Resources

➤➤ Inappropriate/Threatening behaviorInappropriate/Threatening behavior

➤➤ Excessive Absenteeism/Leave abuseExcessive Absenteeism/Leave abuse

➤➤ Insubordination/Failure to follow procedureInsubordination/Failure to follow procedure

➤➤ Drug/alcohol related misconductDrug/alcohol related misconduct



Why Deal with Employee
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Problems?

➤➤ Management ResponsibilityManagement Responsibility

➤➤ Performance of OrganizationPerformance of Organization

➤➤ MoraleMorale



Management ResponsibilityManagement Responsibility

➤➤ Supervisors are delegated responsibility forSupervisors are delegated responsibility for
initiating corrective actioninitiating corrective action
➤➤ merit principlesmerit principles

➤➤ Center policyCenter policy

➤➤ continuing management responsibilitiescontinuing management responsibilities



Management ResponsibilitiesManagement Responsibilities

•• Merit PrinciplesMerit Principles
–– maintain high standards of integrity, conduct andmaintain high standards of integrity, conduct and

concern for public interestconcern for public interest

–– manage efficiently and effectivelymanage efficiently and effectively

•• Center PolicyCenter Policy
  take appropriate action regarding all conduct issuestake appropriate action regarding all conduct issues

that potentially may affect accomplishment ofthat potentially may affect accomplishment of
missionmission

•• Continuing Management ResponsibilitiesContinuing Management Responsibilities
–– ControllingControlling

–– Human Resources ManagementHuman Resources Management
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  MisconductMisconduct

➤➤ Misuse of resourcesMisuse of resources

➤➤ Inappropriate/threaten-Inappropriate/threaten-
inging behavior behavior

➤➤  Absenteeism Absenteeism

➤➤ InsubordinationInsubordination

  Potential ImpactsPotential Impacts

➤➤ Waste/abuseWaste/abuse

➤➤ Disruptive ( safety,Disruptive ( safety,
complaints, etc.)complaints, etc.)

➤➤ Missed deadlinesMissed deadlines

➤➤ Undermines authorityUndermines authority

ALL MISCONDUCT NEGATIVELY IMPACTS
ABILITY TO MEET MISSION REQUIREMENTS



Negatively Impacts MoraleNegatively Impacts Morale

  Perception of Unequal Treatment ByPerception of Unequal Treatment By
“Good” Employees May Result In:“Good” Employees May Result In:
–– Lower productivityLower productivity

–– Loss of “good” employeesLoss of “good” employees

–– Loss of respect in managementLoss of respect in management

–– Greater stress on “good” employeesGreater stress on “good” employees

–– Loss of motivation to be productive employeesLoss of motivation to be productive employees



Weigh the OptionsWeigh the Options
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➤➤ Small difficulties canSmall difficulties can
become majorbecome major
problems if leftproblems if left
unresolvedunresolved

➤➤ Inaction is NOT theInaction is NOT the
answeranswer

➤➤ Early problemEarly problem
identification andidentification and
intervention can resultintervention can result
in more efficient &in more efficient &
effective organizationeffective organization
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➤➤ Set & CommunicateSet & Communicate
Standards of BehaviorStandards of Behavior

➤➤ Hold EmployeesHold Employees
AccountableAccountable

➤➤ Document!Document!Document!Document!
Document!Document!

➤➤ CONTACT OHRCONTACT OHR
FOR ASSISTANCEFOR ASSISTANCE



Employee Relations Tools
Dealing With Employee Problems
Employee Relations Tools

Dealing With Employee Problems

➤➤ EAP ReferralEAP Referral

➤➤ Probationary PeriodProbationary Period

➤➤ DocumentationDocumentation

➤➤ Informal ActionInformal Action
➤➤ CounselingCounseling

➤➤ Oral AdmonishmentOral Admonishment

➤➤ Letter of WarningLetter of Warning

➤➤ Letter of Requirement (e.g.,Letter of Requirement (e.g.,
Leave Restriction)Leave Restriction)

➤➤ Management SupportManagement Support
Team (MST)Team (MST)

➤➤ Formal ActionsFormal Actions
➤➤ ReprimandReprimand

➤➤ Disc. Suspension (14 daysDisc. Suspension (14 days
or less)or less)

➤➤ Alternative DisciplineAlternative Discipline

➤➤ AdvAdv. Act. Suspension.. Act. Suspension.
(More than 14 days)(More than 14 days)

➤➤ Change to Lower GradeChange to Lower Grade

➤➤ RemovalRemoval

➤➤ Last Chance AgreementsLast Chance Agreements



Document! Document!
Document!

Document! Document!
Document!

➤➤ Communicate policy, procedure or expectationCommunicate policy, procedure or expectation

➤➤ Gather Information of potential violationsGather Information of potential violations

➤➤ Inform employee of inappropriate behaviorInform employee of inappropriate behavior
➤➤ identify how employee deviated from policy, procedure oridentify how employee deviated from policy, procedure or

expectationexpectation

➤➤ re-emphasize/clarify expectationsre-emphasize/clarify expectations

➤➤ state continued behavior will not be tolerated & outlinestate continued behavior will not be tolerated & outline
consequencesconsequences

➤➤ Document discussions in writingDocument discussions in writing
➤➤ sign, date and annotate with date discussed and presentedsign, date and annotate with date discussed and presented

➤➤ provide copy to employeeprovide copy to employee

➤➤ maintain in supervisory recordmaintain in supervisory record



Alternative DisciplineAlternative Discipline

➤➤ Use of Letters of Discipline in lieu ofUse of Letters of Discipline in lieu of
formal suspensions up to 14 daysformal suspensions up to 14 days
➤➤ Less adversarial (no loss of pay)Less adversarial (no loss of pay)

➤➤ Less disruptive (no loss of productivity)Less disruptive (no loss of productivity)

➤➤ Holds same weight and effect of suspensionHolds same weight and effect of suspension

➤➤ Temporary record -  2 years in OPFTemporary record -  2 years in OPF

➤➤ Norm for proposed suspensions of 14 daysNorm for proposed suspensions of 14 days
or less unless employee demonstrates doesor less unless employee demonstrates does
not understand seriousness of actionsnot understand seriousness of actions



Management Support TeamManagement Support Team

➤➤ Representatives of OHR,Representatives of OHR,
Security, Legal, EEO,Security, Legal, EEO,
Health Services, EAP, etc.Health Services, EAP, etc.

➤➤ Assist manager whenAssist manager when
dealing with seriousdealing with serious
misconductmisconduct

➤➤ gather informationgather information

➤➤ stabilize situationstabilize situation

➤➤ assess information inassess information in
determining appropriatedetermining appropriate
actionaction

➤➤ assist in effecting actionassist in effecting action



Principles of Corrective ActionPrinciples of Corrective Action

➤➤ Objective is to correct NOT punishObjective is to correct NOT punish

➤➤ Use minimum penalty necessary to correctUse minimum penalty necessary to correct
misconductmisconduct

➤➤ NormallyNormally use progressive discipline use progressive discipline

➤➤ Serious misconduct can warrant removalSerious misconduct can warrant removal

➤➤ Discipline should promote the efficiency ofDiscipline should promote the efficiency of
the servicethe service



Steps to Deal with Employee
Relations Issues

Steps to Deal with Employee
Relations Issues

  1.  Set & Communicate Expectations1.  Set & Communicate Expectations

  2.  Identify Inappropriate Conduct2.  Identify Inappropriate Conduct

  3.  Contact OHR for Assistance3.  Contact OHR for Assistance

  4.  Gather Facts (use available resources)4.  Gather Facts (use available resources)

  5.  MST (if necessary)5.  MST (if necessary)

  6.  Determine Action (including Penalty)6.  Determine Action (including Penalty)

  7.  Take/Propose Action7.  Take/Propose Action

  8.  Consider Employee Reply (if applicable)8.  Consider Employee Reply (if applicable)

  9.  Decision Issued/Action Effected9.  Decision Issued/Action Effected

  *EAP Referral/Contact may occur at any step*EAP Referral/Contact may occur at any step



ResourcesResources

➤➤ OHR:  Lori OHR:  Lori Pietravoia Pietravoia 3-25063-2506

➤➤ EAPEAP

➤➤ Subject Matter ExpertsSubject Matter Experts
➤➤ LegalLegal

➤➤ SecuritySecurity

➤➤ SafetySafety

➤➤ EEOEEO


